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This manual implements Air Force Policy Directive (AFPD) 37-1, Air Force Information Management
(will convert to AFPD 33-3, Information Management), and states the procedures for preparing commu-
nications in both manual and automated environments. Public Law 104-13, Paperwork Reduction Act of
1995, and Air Force Instruction (AFI) 37-160, Volume 8, The Air Force Publications and Forms Manage-
ment Program - Developing and Processing Forms (will convert to AFI 33-360, Volume 2), affect this
publication. Send recommended changes or comments to Headquarters Air Force Communications
Agency (HQ AFCA/XPXP), 203 W. Losey Street, Room 1060, Scott AFB IL 62225-5222, using AF
Form 847, Recommendation for Change of Publication, with an information copy to Headquarters Air
Force Communications and Information Center (HQ AFCIC/ITS), 1250 Air Force Pentagon, Washington
DC 20330-1250. Refer to Attachment 1 for a glossary of references and supporting information.

(30SW) AFMAN 33-326, Preparing Official Communications 1 November 1999 is supplemented as
follows:

SUMMARY OF REVISIONS

This document is substantially revised and must be completely reviewed.

This revision converts the publication from the 37-series to the 33-series; updates references to other Air
Force publications throughout the instruction; moves the terms from Chapter 1, Administrative Commu-
nications Management, to Attachment 1, Glossary of References and Supporting Information; discusses
plain language in paragraph 1.2.; rewords and reorganizes remaining paragraphs for clarity; allows Infor-
mation Mapping as another format for written communication (see paragraph 4.9.); deletes Chapter 8 on
electronic mail (see AFI 33-119, Electronic Mail (E-Mail) Management and Use); moves Chapter 9,
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Department of the Air Force Seal, to Attachment 2 and renumbers the paragraphs and the figures; moves
Attachment 2, Message Preparation and Processing, to Chapter 7 where it includes only message prep-
aration instructions; adds Chapter 9, Air Force Address Directory (which supersedes the instructions of
Air Force Directory [AFDIR] 37-135, Air Force Address Directory); and adds Chapter 10, Standard
Office Symbols (which supersedes the instructions of Air Force Manual [AFMAN] 37-127, Air Force
Standard Office Symbols). It obsoletes AF Form 1509, Word Processing Work Request. A (|) preced-
ing the title indicates a major revision from the previous edition.

(30SW) This document is substantially revised and must be completely reviewed.

(30SW) The revision of this publication is to update, add, or delete office symbols that have changed.
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Chapter 1
ADMINISTRATIVE COMMUNICATIONS MANAGEMENT

1.1. Formats Unique to the Air Staff. Air Staff formats differ from some of the other types of corre-
spondence prescribed in this manual. These formats are unique to the Air Staff and normally are used for
correspondence within the Air Staff, Office of the Secretary of the Air Force, Office of the Secretary of
Defense (OSD), and individuals or agencies within the Department of Defense (DoD) located in the
Washington DC area. Headquarters United States Air Force (HQ USAF) Headquarters Operating Instruc-
tion (HOI) 33-3, Correspondence Preparation, Control, and Suspense Tracking, outlines Air Staff
instructions for those forms of correspondence.

1.2. Plain Language. Prepare all Air Force correspondence using plain language. Plain language saves
the Air Force time, effort, and money. Plain language means using logical organization; common, every-
day words, except for necessary technical terms; "you" and other pronouns; the active voice; and short
sentences.

1.2.1. Organize your material to help the reader. Identify your audience for the document, and write
to get their attention and answer their questions. Consider any additional readers. Always start by
putting your main message up front; when you bury the main message, you only make it harder on
your readers. Present information in the succeeding paragraphs in a logical order.

1.2.2. Avoid words and phrases that your readers might not understand. Define each abbreviation or
acronym the first time you use it. Use the same term consistently to identify a specific thought or
object. Use words in a way that does not conflict with ordinary or accepted usage. Avoid ambiguous
phrasing, confusing legal terms, and technical jargon that can mislead your reader.

1.2.3. Use "you" and other pronouns to speak directly to readers. Do not refer to people as if they
were inanimate objects. Address the reader as “you.” “You” reinforces the message that the docu-
ment is intended for your reader. Use “we” in place of your organization name. Be careful using
“you” if it sounds accusatory or insulting. Instead, put the emphasis on the organization by using

13 2

W¢€.

1.2.4. Active voice is the best way to identify who is responsible for what action. To communicate
effectively, write the strong majority (around 75%) of your sentences in the active voice.

1.2.5. Short sentences deliver a clear message. Your sentences should average 15 to 20 words--never
make them longer than 40 words. Complex sentences loaded with dependent clauses and exceptions
confuse the reader by losing the main point in a forest of words. Resist the temptation to put every-
thing in one sentence. Break up your idea into its various parts and make each one the subject of its
own sentence. Cut out words that aren't really necessary.

1.2.6. Check http://www.plainlanguage.gov, for more plain language techniques.

1.3. Writers’ Responsibilities. Write correspondence in plain language--clear, concise, direct, and orga-
nized. Avoid duplication. Determine the proper form of reply to complete an action. Know your audi-
ence and the purpose of your communication.

1.3.1. Use this manual and Air Force Handbook (AFH) 33-337, The Tongue and Quill, when prepar-
ing correspondence.
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1.3.2. Protect and mark any classified information in your correspondence according to DoD
5200.1-R, Information Security Program, and AFI 31-401, Information Security Program Manage-
ment. Distribute on a need-to-know basis.

1.3.3. Follow Air Force Supplement (AFSUP) to DoD 5400.7-R, DoD Freedom of Information Act
Program, if you include For Official Use Only (FOUO) information, and refer to AFI 37-132, Air
Force Privacy Act Program (will convert to AFI 33-332), if the Privacy Act applies.

1.3.4. Check Joint Publication 1-02, Department of Defense Dictionary of Military and Associated
Terms, and Air Force Doctrine Document (AFDD) 1-2, Air Force Glossary, for correct terms and
usage.

1.3.5. Use the Air Force address directory at http://afdir.hq.af.mil/ (see Chapter 9) for correct mail-
ing addresses and standard office symbols (see Chapter 10).

1.3.6. Distribute correspondence on a need-to-know basis.

1.3.7. Conserve paper. Use backs of scrap paper for drafts and interoffice memos. Consider if you
can communicate with other means such as a telephone call or E-mail. Do not print and mail out cor-
respondence originally sent by E-mail, unless requested. Satisfy the minimum distribution require-
ments only.

1.3.8. Use the telephone for routine matters. (You can record the inputs on your record copy of the
final correspondence.)

1.3.9. Unless critical, do not ask for negative replies or acknowledge receipt of negative replies.

1.3.10. Call or use an AF Form 74, Communication Status Notice/Request, or an E-mail instead of
a formal memorandum to check the status of an action (see paragraph 8.4.).

1.3.11. Use caution when highlighting material you copy or microfilm, since highlighters can obscure
the print.

1.3.12. Select the appropriate distribution method. Some distribution methods include: E-mail, fac-
simile (FAX), Automatic Digital Network (AUTODIN) message, Defense Message System (DMS),
United States Postal Service (USPS), Base Information Transfer System (BITS), and Defense Courier
Service (DCS). Consider the needs of the recipient when choosing the distribution method. Send
computer-generated information electronically if the receiver will copy the information into another
computer system.

1.3.13. Use E-mail before using FAX, AUTODIN, BITS, or USPS. However, do not send classified
E-mail on a system not authorized for that purpose. When transmitting classified E-mail take care to
transmit only that level of classified information for which the system is certified and accredited.
When transmitting sensitive unclassified information by E-mail, apply an appropriate level of safe-
guards to ensure the sensitive, but unclassified, information is properly protected. For more informa-
tion refer to AFI 33-119. When delegating an E-mail task, send a courtesy copy (cc) to the originator.

1.3.14. Follow AFI 37-124, The Information Collections and Reports Management Program,; Con-
trolling Internal, Public, and Interagency Air Force Information Collections (will convert to AFI
33-324), when requesting information licensed under Public Law 104-13.

1.3.15. Avoid abbreviations and military jargon. Write out abbreviations the first time used and fol-
low with the abbreviation in parenthesis.
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1.3.16. Apply record keeping requirements listed in AFMAN 37-139, Records Disposition Schedule
(will convert to AFMAN 33-322V4) when preparing official communications.

1.4. Suspense Actions:

1.4.1. Set realistic time limits for answering priority and routine correspondence. Establish a sus-
pense only when you need a reply by a specific date. Notify the action agency of the suspense date as
early as possible.

1.4.2. Control suspenses at all offices tasked with answering correspondence. Notify the originating
agency before due date if the reply is delayed.

1.4.3. You may use an automated system or an AF Form 388, Communication Control Record (see
paragraph 8.5.), to control suspense actions.

1.5. Coordination Process:

1.5.1. Coordinate with offices affected by the proposed action during the draft stage to keep from
revising the final version.

1.5.2. Coordinate by telephone or E-mail when possible. Indicate coordination at the bottom or in the
right margin of the first page of correspondence. Do not indicate coordination in the upper right-hand
corner since it is used for the file code (see AFMAN 37-123, Management of Records [will convert to
AFMAN 33-322V2]).

1.5.3. You may coordinate using AF Form 1768, Staff Summary Sheet (see paragraph 8.6.),
Optional Form (OF) 41, Routing and Transmittal Slip (see paragraph 8.2.), or on the first page of
the correspondence.

1.5.4. Remember to coordinate with each office that has a functional interest. Consider the chain of
command to ensure complete coordination. Schedule enough time to finish review and coordination.
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Chapter 2
STATIONERY STANDARDS AND USES

2.1. Paper Standards. Use 8 1/2- by 11-inch paper.

2.1.1. Original. Use white letterhead stationery (printed or computer-generated) for the first page of
a memorandum, staff study, report, or minutes of a meeting. Use plain white paper for continuation
pages. (See paragraph 2.4. for computer-generated letterhead.)

2.1.2. Copies. Use plain white paper for information or convenience copies.

2.1.3. Paper Quality. Stationery is produced from recycled paper that has at least 25 percent cotton or
rag content. The recycled logo is shown in the watermark. Paper quality must not exceed the follow-
ing:

Item Paper Color Grade Pounds

Letterhead White 50% rag 16
or

25% rag 20

Continuation White 50% rag 16
or

25% rag 20

Manifold White 25% rag 9

2.2. Standard Letterhead. DoD Instruction 5330.2, Specifications for DoD Letterheads, establishes
the standards for letterheads. There are two types of letterhead: printed and computer-generated. Use
only the letterhead formats discussed in paragraphs 2.3. and 2.4. Submit any exceptions to the specified
standards through major commands (MAJCOM) to the Air Force Communications and Information Cen-
ter, Combat Support Division (HQ AFCIC/ITS). Air National Guard (ANG) exceptions will be approved
by individual ANG State Headquarters or the Director, Air National Guard.

2.3. Printed Letterhead. See Figure 2.1. for an example of letterhead. MAJCOMs may elect to use
generic two-line command letterhead for command-wide use. MAJCOMs may authorize letterhead
below wing level if the quantity needed justifies the printing cost or other circumstances warrant. Any
unit without its own letterhead uses its parent unit's letterhead stationery and identifies its organization
and standard office symbol in the FROM caption.

2.3.1. Ink. Print the letterhead and seal using either reflex blue or black ink

2.3.2. Seal. The DoD seal is one inch in diameter. Align the seal 1/2-inch from the upper left and top
edge of the paper. Do not use any other emblem, decorative device, or distinguishing insignia with or
in place of the DoD seal.

2.3.3. Format. Center organization name and address on the letterhead using no more than four lines:
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2.3.3.1. First Line. DEPARTMENT OF THE AIR FORCE. Center this line leaving 5/8-inch
from the top of the sheet. Print it in 12 point uppercase using copperplate letters, heavy plate
Gothic letters, or equivalent.

2.3.3.2. Second Line. Center the name of the organization as shown in the G-series special order
that established it. If G-series orders do not exist, the MAJCOM Director of Communications and
Information decides the second line. Put HEADQUARTERS before the organization's name only
if it appears in the activation order. Print it in 10.5 point uppercase using copperplate letters,
heavy plate Gothic letters, or equivalent. If the name is more than fifty characters, you may use an
additional line.

2.3.3.3. Third Line. If used, center the location without the ZIP+4 code on this line. Print it in
10.5 point uppercase using copperplate letters, heavy plate Gothic letters, or equivalent. The bot-
tom of the third line should be 1 1/16 inches from the top of the sheet. If your unit is overseas, do
not show the Army and Air Force Post Office (APO) or Fleet Post Office (FPO) number and a
geographical location together. You may use the two-letter state abbreviation or spell out the state
name. Do not use punctuation in the last line of the address element.

EXAMPLES:

DEPARTMENT OF THE AIR FORCE
HEADQUARTERS AIR EDUCATION AND TRAINING COMMAND

DEPARTMENT OF THE AIR FORCE
AIR EDUCATION AND TRAINING COMMAND

DEPARTMENT OF THE AIR FORCE
HEADQUARTERS AIR EDUCATION AND TRAINING COMMAND
RANDOLPH AIR FORCE BASE TEXAS

2.3.4. Optional Items. Fold marks are guides for judging typing space and for folding the paper in
three equal parts. Typist guidelines show you are near the 1-inch bottom margin. If used, print them
in half-point rules (see Figure 2.1.).

2.4. Computer-Generated Letterhead. Computer-generated letterhead allows for the use of continu-
ous form paper and high production rates. It also permits an organization to generate its own letterhead
stationery. Use correspondence quality print. (Letter quality dot-matrix print is acceptable).

2.4.1. Use. You may use computer-generated letterhead the same as printed letterhead when the
design satisfies all specifications in paragraph 2.3. Use computer-generated letterhead only for corre-
spondence within the DoD. Do not use for the signature of the Secretary or Deputy Secretary of
Defense, or Executive Secretary of the DoD. MAJCOMs may direct the use of printed letterhead for
headquarters and subordinate units.

2.4.2. Format. When using computer-generated letterhead, you may identify the office name as
approved in organizational designation documents. Center the office name below the organization
name. You may identify the complete mailing address including ZIP+4 code. Do not use more than
four lines for the letterhead.
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2.5. HQ USAF Letterhead. HQ USAF offices use this stationery, as do certain field operating agencies
(FOA) when their commanders function as members of Air Staff.

2.6. DoD Programs and Activities Letterhead. When the Department of the Air Force is the executive
agent for DoD-directed programs, the letterhead format is similar to paragraph 2.3.; do not show
DEPARTMENT OF THE AIR FORCE on the top line for DoD programs or joint activities. Use this lay-
out instead:

2.6.1. First line. Print the name of the program as shown in the DoD directive.
2.6.2. Second and third line. Print the location. For further guidance, contact HQ AFCIC/ITS.
EXAMPLES:

DoD MEDICAL EVALUATION REVIEW BOARD
USAF ACADEMY
COLORADO SPRINGS CO

ARMED FORCES VOCATIONAL TESTING GROUP
456 ARMY DRIVE, ROOM 407
RANDOLPH AIR FORCE BASE TX 78150-4567

2.7. Slogans. MAJCOMs and FOAs may permit use of slogans on official memorandums and personal-
ized letters. Slogans will:

2.7.1. Represent the mission of the organization.

2.7.2. Be easy to understand.

2.7.3. Not be offensive.

2.7.4. Meet printing specifications (printed approximately 1/2-inch from bottom of page).

2.8. Logograms (Logos). Do not use the Department of the Air Force seal on stationery; the proper use
of the Department of the Air Force seal is covered in Attachment 2. DoD Instruction 5330.2 prohibits
use of logos, emblems, decorative devices, or distinguishing insignia on stationery. OSD grants waivers
only for programs of Air Force-wide importance and applicability, such as the Air Force Fiftieth Anniver-
sary. Send waiver requests to HQ AFCIC/ITS for staffing with Defense Administrative Service (DAS).
Use existing logo stationery until all supplies are exhausted.
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Figure 2.1. Design of Official Stationery.
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Chapter 3
THE OFFICIAL MEMORANDUM

3.1. General Rules:

3.1.1. Memorandums are used to communicate with all DoD agencies to include Joint Chiefs of Staff,
unified and specified commands, and other Federal agencies. They are also used to conduct official
business outside the Government with vendors or contractors when the personalized letter is inappro-
priate.

3.1.2. Use printed letterhead, computer-generated letterhead, or plain bond paper. The writer decides
which stationery is appropriate. Chapter 2 contains formats for stationery.

3.1.3. Type or print only on one side of the paper using black or blue-black ink.

3.1.4. You may use dot matrix printers for official correspondence if the print is correspondence qual-
ity.
3.1.5. Use 10 to 12 point fonts for text.

3.1.6. Correct all typographical errors on all correspondence, but do not redo routine correspondence
to correct minor errors that do not change the writer's intent. Correct these errors neatly and legibly in
ink. Redo correspondence only when the correction is important enough to justify the time, purpose,
and expense.

3.1.7. See DoD 5200.1-R and AFI 31-401 for the necessary markings on classified correspondence.

3.1.8. See Figure 3.1. for an example of an official memorandum.

3.2. Margins. Use 1-inch margins on the left, right, and bottom for most memorandums.

For shorter communications, you may adjust the margins. Use these guidelines:

When memorandum text is: Use:

20 lines or more I-inch margins

10-19 lines 1 to 1 1/2-inch margins
1-9 lines 1 1/2 to 2-inch margins

3.3. Heading Format:

3.3.1. Date Element. Type or stamp the date flush with the right margin, 1.75 inches or 10 line spaces
from the top of the page. Use the format of day, month, and year, for example, 6 June 1999. Unless
the date of signature has legal significance, date the original and all copies of the correspondence at
the time of dispatch.

3.3.2. MEMORANDUM FOR Element. Type “MEMORANDUM FOR” in uppercase, flush with
the left margin, 2.5 inches or 14 line spaces from the top of the page. After the MEMORANDUM
FOR element, type two spaces followed by the recipient organization. For short communications, you
may adjust the top margin in order to center the memorandum.
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3.3.2.1. When addressing one office, type in uppercase the organization name or the organization
abbreviation and office symbol separated by a virgule (/). You may type a name in parentheses
after the organization and omit the “ATTENTION” element.

3.3.2.2. When sending the same memorandum to several offices, prepare a multiple-address
memorandum. Align subsequent addresses with the first address. Circle, underline, or highlight
the recipient organization for each copy. Stay consistent; use the same format throughout.

EXAMPLES:

MEMORANDUM FOR THE CHIEF OF STAFF

DIRECTOR, COMMUNICATIONS AND INFORMATION

GENERAL COUNSEL
Or
MEMORANDUM FOR AF/CC
HQ USAF/SC
SAF/GC

3.3.2.3. When frequently sending correspondence to the same group of addresses, use a categori-
cal address. See Attachment 3 for information on categorical addresses.

3.3.2.4. When the address list is too long to include in the heading, use a distribution list. Type
“MEMORANDUM FOR SEE DISTRIBUTION.” Include the addresses in the DISTRIBUTION
element or on a separate page attached to the memorandum (see paragraph 3.5.5.). NOTE: Orga-
nizations may establish distribution codes and lists to satisfy internal distribution requirements.
To establish distribution codes, the organization must provide the distribution list to the Base
Information Transfer Center (BITC) and keep the list current.

3.3.3. ATTENTION Element. If the ATTENTION element is used, type “ATTENTION:” or
“ATTN:” or “THROUGH:,” followed by the name, in uppercase, one line below the MEMORAN-
DUM FOR line. Align under the address.

EXAMPLE:

MEMORANDUM FOR SAF/AAX

ATTENTION: COL JONES

3.3.4. FROM Element. Type “FROM:” in uppercase, flush with the left margin, two line spaces
below the last line of the MEMORANDUM FOR element (and the ATTENTION element, if used).
After the FROM element, type two spaces followed by the organization abbreviation and office sym-
bol of the originator. The FROM element contains the full mailing address of the originator so that
recipients may easily prepare and address return correspondence.

3.3.4.1. The first line of the FROM element includes the organization abbreviation and office
symbol separated by a virgule and typed in uppercase. If the complete mailing address is printed
on the letterhead (see paragraph 2.4.2.) or if all recipients for the memorandum are located on the
same installation as the originator, omit the second and third lines of the FROM element.

3.3.4.2. The second line of the FROM element is the delivery address of the originator.
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3.3.4.3. The third line of the FROM element includes the city, state, and ZIP+4 code.

3.3.4.4. Place contact names, E-mail addresses, fax numbers, and telephone numbers in the last
paragraph of the memorandum text.

3.3.5. SUBJECT Element. Type “SUBJECT:” in uppercase, flush with the left margin, two line
spaces below the last line of the FROM element. After the SUBJECT element, type two spaces fol-
lowed by the subject title; capitalize the first letter of each word except articles, prepositions, and con-
junctions. Be brief and clear. If you need a second line, align it under the first word of the title.

3.3.5.1. When writing about a single person who is not the addressee, include rank and full name
in the subject line. If you refer to the person again in the text of the memorandum, use only the
rank and surname. Do not include names in the subject line when writing about two or more indi-
viduals. When writing about several people, state their full names with rank in the text of the
memorandum the first time the names appear.

3.3.5.2. Cite a single reference to a communication or a directive in parentheses immediately after
the subject title. See paragraph 3.3.6. to cite more than one reference.

EXAMPLE:

SUBJECT: PACAF Work Center Standard (Our Memo, 31 June 1999)

3.3.5.3. Emphasize a suspense date in the subject element by typing “SUSPENSE:” or “SUSP:”
with the date in parentheses after the subject title.

EXAMPLE:

SUBJECT: AETC Letterhead Stationery (SUSPENSE: 3 July 1999)

3.3.5.4. When the communication supersedes a previous communication, type “S/S” with a refer-
ence to the previous communication in parentheses after the subject title.

EXAMPLE:

SUBJECT: Appointment of OJT Monitor (S/S Our Memo, 23 Jun 94)

3.3.6. References Element. To cite two or more references, use the References element. Type “Ref-
erences:” two line spaces below the last line of the SUBJECT element. Capitalize the first letter of
every word except articles, prepositions, and conjunctions.
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3.3.6.1. Identify each reference by organization of origin, type of communication, date, and sub-
ject. When referencing a commercial publication, state the author's name, publisher, publication
title and date, and the paragraph or page number.

EXAMPLE:

SUBJECT: Preparation of Memorandums

References: (a) HQ USAFE/IM Memo, 30 Aug 94, Message Addresses
(b) AFMAN 33-326, 1 November 1999, Preparing Olfficial Communications
(c) Strunk and White, The Elements of Style (NY: MacMillan Publishing Co, 1989), 70

3.3.6.2. If the recipient is unfamiliar with the publication or form cited, write out the title the first
time you reference it. Use these guidelines for citations:

When you refer to: Show it in this format:

Other correspondence HQ USAF/DPT Memo, 23 Mar 93, Military Training Program

A publication AFI 33-360, Volume 1, Publications Management Program, paragraphs 3.1
through 3.13
AFMAN 36-606, Volume 2, Air Force Civilian Career Planning, Chapter 12,
Figure 12.1

A publication when the Air Force Manual 23-110
communication is (and not AFMAN 23-110)
addressed outside the

Department of Defense.

A Government form AF Form 74, Communication Status/Notice Request

A commercial publica- Strunk and White, The Elements of Style (NY: MacMillan Publishing Co,
tion 1989), 70

An item in a magazine, "New Optimism About Aging," The Washington Post, 9 Sep 93, p.1.
newspaper, or book

3.3.6.3. Attach a copy of the reference, or instructions to obtain it, if the reader does not have it.
Type “(NOTAL)” after the citation if not all addressees received the referenced item.
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3.4. Text of a Memorandum:

3.4.1. Spacing. The first line of the text begins two line spaces below the last line of the SUBJECT
element (and the References element, if used). Single-space the text, but double-space between para-
graphs and subparagraphs. You may double-space the text of a one-paragraph memorandum less than
eight lines.

3.4.2. Paragraphs. Number and letter each paragraph and subparagraph (unless under the jurisdiction
of HQ USAF HOI 33-3 which requires indented paragraphs without numbers). A single paragraph is
not numbered. Indent subparagraphs 0.5-inch or five spaces and number or letter them in sequence.
Use the following format to subparagraph short sentences or phrases of a half line or less:

EXAMPLE:

This format has several advantages: (a) It's compact, (b) it highlights ideas, and (c) it saves space.

3.4.3. Punctuation. Use conventional rules of English grammar. See AFH 33-337 for specific appli-
cations.

3.4.4. Word Division. When dividing a word, separate between syllables (see AFH 33-337).

3.4.5. Quotations. When quoting numbered paragraphs from another document, cite the source and
paragraph numbers in your text. See AFH 33-337 for specific applications.

3.4.6. Suspense Dates. If you include a suspense date in the text of the memorandum, emphasize it
by placing it in a separate paragraph.

3.4.7. Identifying Point of Contact. Indicate contact names, telephone numbers, and E-mail
addresses in the text of the correspondence, normally in the last paragraph.

3.4.8. Continuation Pages. Use plain bond paper. Begin typing the text of the continuation page four
lines below the page number. Type at least two lines of the text on each page. Avoid dividing a para-
graph of less than four lines between two pages.

3.4.9. Page Numbering. The first page of a memorandum is never numbered. You may omit page
numbers on a one or two-page memorandum; however memorandums longer than two pages must
have page numbers. Number the succeeding pages starting with page 2. Place page numbers 0.5-inch
or four line spaces from the top of the page, flush with the right margin. Number the continuation
pages of each attachment as a separate sequence.

3.5. Closing Format:

3.5.1. Authority Line Element. The authority line informs readers that the person who signed the
document acted for the commander, the command section, or the headquarters. If it is used, type in
uppercase, two line-spaces below the last line of the text and flush with the signature element. Use the
words "FOR THE COMMANDER" unless the head of the organization has another title like com-
mander in chief, superintendent, or commandant.

3.5.1.1. Use the authority line when:

3.5.1.1.1. A commander's designated representative signs for a specific action.
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3.5.1.1.2. A document represents the commander's position or the coordinated position of the
headquarters staff.

3.5.1.1.3. Staff members sign documents that direct action or announce policy within their
areas of responsibility.

3.5.1.2. Do not use the authority line when:
3.5.1.2.1. The commander (or head of the organization) signs.

3.5.1.2.2. The deputy or vice commander signs when the commander is temporarily away
from the place of duty (TDY, etc.) unless command action is directed by law and requires an
indication of delegation.

3.5.1.2.3. The correspondence expresses opinions of units, directorates, divisions, offices, or
branches.

3.5.1.2.4. The correspondence is addressed outside the DoD.

3.5.2. Signature Element. Type or stamp the signature element five lines below the last line of text
and 4.5 inches from the left edge of the page or three spaces to the right of page center. If the authority
line is used, type the signature element five lines below the authority line. If dual signatures are
required, type the junior ranking official’s signature block at the left margin; type the senior ranking
official’s signature block 4.5 inches from the left edge of the page or three spaces to the right of page
center. The signature element may be added after you are sure who will sign the correspondence. Do
not place the signature element on a continuation page by itself. Consider correspondence received
via E-mail, copied, or stamped SIGNED as authoritative as long as the signed copy is kept on file at
the originating office.

3.5.2.1. First Line. Type the name in uppercase the way the person signs it. Include grade and
service if military; civilians may include their grade. Avoid using legal, educational, or ecclesias-
tical degrees or titles.

3.5.2.2. Second Line. Type the duty title. Use the term "Acting" before the duty title of a staff’
position if the incumbent is absent or the position is vacant. Do not sign "for" or "in the absence
of." Do not use the term "Acting" for any command capacity or where prohibited by law 